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Faculty eServices Grade Submission in PeopleSoft 9 
 
The “New” Faculty Center sign-in page has not changed from the former Faculty 
eServices page. You simply login using your Faculty ID as you did before. Instructor 
and student information have been removed for confidentiality purposes. 
 
 

 
 
 
Once logged-in, the following page displays: 
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Grade, Drop, Class, etc. rosters may be accessed clicking on the “Rosters” tab. 
 

  
 
Note: The “rosters” page is very similar to what existed in PeopleSoft version 8 with 
essentially the same links available. Choose the “Record Grades” link. 
 

 
 
Note: Only those terms for which an instructor has taught classes will be visible. Select 
a term. 
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Choose a course to grade. 
 

 
 
 
 

If your grade roster is not listed, please contact Rick 
Gommel at ext. 3030, or email  rgommel@palomar.edu; or 
call Rick Herren at ext. 3117, or email 
rherren@palomar.edu . 

mailto:sdoran@palomar.edu�
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View of grade roster. 
 
 

 
 
View of lower portion of the grade roster. 
 
 

 
 
 
Note: There are convenient links to the Incomplete Grade Form, Grade Change Form, Select 
a Different Class, and the “NEW” FW Grade Date Change Form. In addition, there are links 
to the Faculty Center and the Rosters pages.  
 

The link located in the roster header provides information such as deadlines, enrollment 
total, grading basis, etc. 
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Detail page: 
 

 
 
Click the “Return to Class Roster” link.  
 
The top bar of the Grade Roster contains a “Customize” link. This link enables the user to 
change how the roster is viewed, i.e., the order of the columns and/or the sort order. 
 

 
 
 
Click the “Customize” link. The Personalize Column and Sort Order page gives several 
options for changing the way the roster is viewed.  
 

 

Click here to customize 
the roster view. 
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The page below illustrates changing the Sort Order to “Name” then “Student ID” and the 
Column Order changed to “Name” as the first field and “Student ID” as the second field, etc. 
The sort order is a matter of individual preference. 
 

 
 

Click on  to see how the Column and Sort Order appears making changes. 
 
Grade roster with Grade Input field as first field, Name second and Student ID third. 

 
 
Entering and submitting the grades 
 
Grades may be entered either by selecting from the drop-down list or keying in the 
letter and tabbing to the next row. When tabbing, press the letter “F” twice for the “FW” 
grade. 
 

 

Grades visible in the 
drop-down list are 
determined by the 
Grading Basis. 
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Note: There is a new “required” field on the grade roster for entering the Last Contact Date. 
When entering an “FW” grade, enter a date between the second day of class and the last day of 
class. See “New FW Grade Procedure” in this document. 
 

 

Once the  Button is pressed the grades are submitted and the message stating 
“The grade roster has been submitted…” will appear as illustrated below. If “FW” grades 
have been entered, see “New FW Grade Procedure” in this document. 
 
 
 
Completed grade roster: 
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The top bar of the Grade Roster contains a “Download”  button which loads the grade roster 
data into an Excel spreadsheet. 
 
 

 
 
 
 
 

Click on  to download the roster to an Excel spreadsheet. 
 
 
 
Depending upon the version of Microsoft Office being used, the following message may appear 
when downloading a roster to Excel. Click “Yes”. The file is not corrupted and is from a “trusted 
source”. If the spreadsheet does not open, refer to the document “Setup for Opening 
Spreadsheets Using Excel in Internet Explorer”. 
 
 

 
 
 
Sample of a Downloaded Excel spreadsheet.  
 

  
 
Note: Grade Input, Name and Student ID have been removed for confidentiality. 
 
After printing and/or saving the Excel spreadsheet, close the spreadsheet and the extra “blank” 
page that opens with the spreadsheet. 

Click here to download 
completed roster to Excel. 

Hint: Columns will be compressed when the 
spreadsheet opens so some of the data will not  
be visible. Double-click the line at the top of 
each column to widen the columns. 
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“New” FW Grade Procedure 

 
The Faculty Grade Roster has been modified to include a field for entering the Last Contact 
Date. When entering an “FW” grade, a date representing the last date of contact must be 
entered per Federal reporting requirements. It is no longer necessary to enter these dates on a 
separate page. There is a new field on the grade roster for entering the last date of contact (Last 
Contact Date). This field is available only when entering an “FW” grade. 
 

 
 

 

 

 
 
The Last Contact Date must be between the 2nd day of class and the last day of class. If a date 
outside of this range is entered, an error message will pop up giving the acceptable date range. 
Click “OK” and enter correct date. 
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Note: The Last Contact Date field is available only when an “FW” grade is entered.  Otherwise it 
remains unavailable as it is not required for grades other than “FW”. 
 

 
 
Submit the grade roster as usual.  
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A new form “FW Grade Date Change Form” has been added to Faculty eServices. Use this form 
if it is necessary to “change” the date previously listed as the “Last Contact Date”. The form will 
be emailed to the Records Department (records@palomar.edu). The FW Grade Date Change 
Form is available in several locations on faculty eServices (See illustrations below). 
 

 
 

 
 

 

Form to 
change 
FW date. 

Form to 
change 
FW date. 

Form to 
change 
FW date. 


